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-09RRESPONDENCE - GENERAL 


A Document Receipt is required for all correspondence classified 
SECRET transmitted outside CIA. Its use is optional for SECRET cor- 
respondence transmitted within the Agency and CONFIDENTIAL material 
forwarded outside CIA. Document Receipts are prepared in an original 
and one copy. The original is transmitted with the correspondence; 
the copy is retained “by the sender until the original hearing the 
recipient’s signature is returned. The copy is then destroyed. 


CENTRAL INTELLIGENCE AGENCY NOTICE TO RECIPIENT 

DOCUMENT RECEIPT Sign and Return as Shown on Reverse Side 

COURIER REC. NO. DATE SENT 

SENDER OF DOCUMENT(S) 

ROOM 6LDG. 

DATE DOCUMENTS) SENT 

DESCRIPTION OF DOCUMENT(S) SENT | 

CIA NO. 

DOCUMENT DATE 

COPIES 

DOCUMENT TITLE 

ATTACHMENTS 

CLASS 







1 RECIPIENT ! 

ADDRESS OF RECIPIENT 

SIGNATURE (ACKNOWLEDGING RECEIPT OF ABOVE DOCUMENT(S)) 

OFFICE 

DATE OF RECEIPT 


FORM mj USE PREVIOUS EDITIONS (33> 
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FRONT 
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TO: CIA RECIPIENT 

Place signed receipt in outgoing messenger box for return to sender of document 
through agency messenger service. 

TO: NON-CIA RECIPIENT 

Place signed receipt in envelope and transmit to: 

r n 

-CENTRAL INTELLIGENCE AGENCY 
2430 E STREET NW. 

WASHINGTON 25, D.C. -Step 64 

L_ _J 


BACK 

ACTUAL SIZE - 3i" x 7i" 
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i* Postage Slip, Form 239 

A Postage Slip shall be completed and attached to each piece of 
correspondence which will require special postage or handling. Envelopes 
and labels which bear the penalty indicia may require additional postage 
for special type services. In completing the Slip, indicate the type of 
mailing service desired, and fill in each pertinent space except the box 
marked "For Use by Central Mail Only." In addition, type the words "DO 
NOT METER" if for security reasons the postage should not be affixed by 
a postage meter. 

NOTE: A single Postage Slip ma^ be used to cover a group of letters if 
each letter in the group requires only first class postage. For 
such cases, type the word "various" in the addressee box on Form 
239> followed by the number of addressees in parentheses. Attach 
a listing of these addresses. 

Postage Slips will be required when the originator of registered cor- 
respondence desires a Return Receipt Card for Registered Mail, Post 
Office Form 38 U. 
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